Adagio Time&Billing 92A: Import Files: Revised August 10, 2017:
Adagio Time&Billing will allow you to add new files or to overwrite existing files.

Adagio Time&Billing has a simple Docket Default import template. There is also a sample import file to match

this template in the sample data:
TBDOCKIM.CSV import file for the template "Docket Default"

You can also create your own import file templates, provided your import file or import template contains
certain required fields. For more information on setting up your import file and template properly, please see the
Template Requirements section below. You can also review all available fields that can be included in the Table
of fields section below.

For information on specific types of data, see the Data Types section.

You may delete the default import/export templates that are not useful to you. However, if you delete all of the
import/export templates, the list of default templates will be recreated.

File Information tab
Use this tab to set the File format. Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most
commonly used File Formats.

If you choose to use ‘Auto-import on startup’ for this template, you must also ‘Delete import file on success’.

Minimum Fields Required to Import new Files

Field Name Default Type | Length | Notes

Customer Number String 6 May be in Field Defaults
Docket Number String 6

Docket Type String 6

This field must be listed in Import Field Selection, Selected Fields or Field Defaults, Defaulted Fields based on
Data Creation settings:
Bank Account

Template Requirements Notes

o,

% Bank Account will be a required field if Bank Accounts are being used.
+« Billing Level will be Source code if Time is accounted for by Source code. If the field is not imported,
it will default from the Firm Profile setting.

0 — File

1 — Source Code.

Billing Cycle:

1 — Semi-Monthly

2 — Monthly

3 — Quarterly

4 — Semi-Annually

5 — Annually

+ Rate Application:

1 — Standard

K/
L X4
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2 — % of standard
3 — Special rate
4 — Flat fee
5 — At cost
6 — % of cost
++ Rate Source:
0 — Staff member
1 — Staff classification
2 — Source code
« Bill Time Line Grouping if Billing Level is File will default to All trans. All options are:
0 — Individual
1 - Source
2 — All trans.
3 — Staff
4 — Staff Class
« Bill Time Line Grouping if Billing Level is Source will default to Source. All options are:
1 — Individual
2 — Source
3 — Staff
4 — Staff Class
% Bill Trans. Sort Order
1 - Date
2 — Source code/date
3 — Staff member/date
4 — Staff classification/date
« Bill Dish. Line Group defaults to Disbursement. All options are:
0 — Individual
1 — Disbursement code
2 — All trans.
¢ Optional text fld 1 — 3 may be validated. If these fields have been set up as a ‘Combo box’ or ‘Finder
field’, import will respect the settings for ‘Add on the fly?’, ‘Allow blank?’ and ‘Verify?’.

Table of fields

Field Name Default | Length | Req | Value if not Notes
Type ? Imported
Customer Number String 6 Y N/A
Docket Number String 6 Y N/A
Docket Type String 6 Y N/A
Staff Member String 6 N Customer Responsible Staff Member
Bank Account String 6 *Y | N/A If Bank accounts are turned on
Docket Name String 30 N Blank See Template Requirement Notes
Cross Index 1-2 String 10 N Blank
Comments String 30 N Blank
Date Opened Date 6-10 [N Session
Reminder Date Date 6-10 | N Calculated Dec 31, Session Year
Billing Cycle Number | 6 N Monthly See Template Requirement Notes
Disbursement Limit Number |6 N 0 Between 0 and 65,000.00
Rate Application Number | 16 N 1-Standard See Template Requirement Notes
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Rate Source Number | 6 N Customer See Template Requirement Notes

Standard Rate String 1 N A A-E

Percent of Rate or Amount Number | 13 N 0.00 Used for: % of standard, Special
rate, Flat fee, % of cost.

Time Budget Number | 13 N 0.00

Disbursement Budget Number | 13 N 0.00

Time Budget — Hours Number | 13 N 0.00

Fee Tax Status Number | 6 N 0 0-9.

Secondary Staff member 1 -2 | Strings | 6 N Blank

Managing Office String 6 N Blank

Contact String 20 N Customer

Bill Generation Boolean |1 N Customer 1/°T” = True, 0/”F” = False

Bill Time Line Grouping Number | 6 N Billing Level | See Template Requirement Notes

Enable Bill Scheduling? Boolean |1 N False 1/°T” = True, 0/”F” = False

Initial Billing Date Date 6-10 [N Blank

Final Billing Date Date 6-10 [N Blank

Bill Scheduling Freq Number | 6 N 0 Number of days

Amount to Bill Number | 13 N 0.00

Disbursement Tax Status Number |6 N 0 0-9

Retain History Boolean |1 N Customer 1/°T” = True, 0/’F” = False

Tax Group String 6 N Blank

Bill Trans. Sort Order Number | 6 N Customer See Template Requirement Notes

Bill Disb. Line Group Number | 6 N Disb See Template Requirement Notes

Billing Level Number | 6 N Profile See Template Requirement Notes

Active Boolean |1 N True 1/°T” = True, 0/”’F” = False

Optional text fld 1 — 3 Strings | 30 N Blank Fields must first be created in

Optional date fld 1 — 2 Dates 6-10 [N Blank Company Profile before they are

Optional amount fld 1-2 Number |13 N 0.00 available to be exported.

Optional unit fld 1 - 2 Number | 16 N 0.0000

Time&aBilling automatically creates a default template which includes fields in Italics above.
Date fields are set to ASCII — YYYYMMDD format

Data Types and Additional Notes

Dates:

+«+ Two possible formats to choose from:

% ASCII YYYYMMDD - 2 or 4 digit year formats allowed (“030128” or “20030128”).

Strings:

«»+ Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the

string.

¢+ Extra characters after the defined field length will be ignored.

Numbers:
*» Negatives use a leading ‘-°.

+ If decimal amounts are required, they must be entered into the import file.

Booleans:
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% ‘True’ can be defined either as a 1 character string “T” or the number 1
e

« ‘False’ can be defined either as a 1 character string “F” or the number 0
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